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Programmatic and Institutional Knowledge Exchange Services (PIKES) Event Planning Worksheets
The following worksheets are designed to assist you in the planning of your event.  Please provide as much information as you can at this time, attaching additional pages, if needed.  Please complete and provide to the event coordinator.
Number of Expected Participants
Meeting Room Set-up
 Poster Sessions:
Meeting Schedules:
Section I - Customer Information
Section II - General Event Information
Section III - Attendee/Meeting Setup Information
Is this event considered a  conference?
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If the event is not scheduled to take place at a Federal site identify city/location to be researched:
Start Time
End Time
Breakouts
Start Time
End Time
Day 1
Day 1
Day 2
Day 2
Day 3
Day 3
Day 4
Day 4
Day 5
Day 5
*Revise accordingly if additional days or needs are required.
Enclosure A-1
Section IV - Audio Visual (AV) Equipment Requirements:
General Session(s):  Indicate total number of AV equipment
required per day.
Day 1
Day 2
Day 3
Day 4
Day 5
LCD Projector(s)
Flip Chart(s)
Podium(s)
Lavaliere Microphone(s)
Aisle Microphone(s)
Screen
Power Strips
Laser Pointer(s)
Podium Microphone
TV w/DVD
A/V Technician on-site
Wireless Internet
Speaker Phone
Computer Requirements:
Printer
Sound patch required for computer:
Laptop
#
and/or
#
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Day 1
Day 2
Day 3
Day 4
Day 5
LCD Projector(s)
Flip Chart(s)
Podium(s)
Lavaliere Microphone(s)
Aisle Microphone(s)
Screen
Power Strips
Laser Pointer(s)
Podium Microphone
TV w/DVD
A/V Technician on-site
Wireless Internet
Speaker Phone
Computer Requirements:
Printer
Sound patch required for computer:
#
and/or
#
Laptop
Breakout Session(s):  Indicate total number of AV equipment  required per breakout room, per day.
Travel Support:  (Support for non-Government individuals.  Attach list of names and addresses if available.)
Type of travel:
Yes
No
Airfare:
Per Diem (meals):
Lodging:
Ground Transportation:
Rental Car:
Honorarium
Section V - Travel Support
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Section VI - Meeting Activities
Coffee and refreshment breaks:
Block sleeping rooms  -- Indicate number of rooms to block:
Develop logistics information
Develop meeting website/online registration
Provide registration packets for all registered attendees
Final attendees list
Interpreter
Minute taker
Post-meeting mailing
Develop name badges
Provide on-site support
Mail logistic information to all registered attendees
Provide on-site copying
Table Tents
Legal Approval to use Appropriate Funds for Food and Beverages:
Legal Approval to use appropriated funds for food and beverages.
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